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info@symplicity.com

1.703.351.0200

Electronic Subcontracting

Reporting System (ESRS)
Contracting Official User Guide 1.7

DISCLOSURE: This Instruction Manual has been prepared solely for the benefit of ESRS users.
By accepting delivery of this Instruction Manual, the recipient hereby agrees that the information
contained in this Instruction Manual, in whole or part, is confidential and proprietary and that it will
not reproduce or redistribute such Instruction Manual, discuss the information contained herein or
make reproductions without the prior written approval of the IAE, and will hold all information in
confidence.
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1. Log-In to ESRS

1.1 Existing Users
I. Point your browser to https://www.esrs.gov/government/

Il. Login to ESRS by typing your e-mail address and password.
I11. Click “Go”

Government Users Login Screen

/) eSRS Test - Microsoft Internet Explorer o ] 4

J Fil=  Edit Wiew Favaorites Tools  Help | ."*l'
J DBack - ) ~ [x] [2) (w| S search % Favorites 42 | Q- U E 2 3 “ 1 -
7

¥ Thursday, September &, 2005 | 11:59 am :I

Integrated Acquisition Environment ! m powered by symplicity
; ESRS Electronic Subcontracting Reporting System f’ P Y S

¥ o &, FOR GOVERNMENT {

Welcome Government Users
J/ eSRS Sign-In '{Register YForgot my password '\

Email Address: I

Password: I

[T Keep me logaged in on this cormputer

Mot & government user? Click here,

o~

a L

|&] Done l_ l_ l_ l_ E |4 Internet

1.2 New Users
I. Point your browser to https://www.esrs.gov/government/
I1. Click on the “Register” tab.
I1l1. Select your Agency.
IV. Complete the forms, clicking continue after you have completed each section.
V. At the last step, please review the information, and when ready click “Submit
Registration”
VI. You will receive an e-mail after submitting. Please follow the directions in the e-
mail that you receive.
VII. After confirming your account, you will see an “Account Confirmation Successful”
message. You must now wait for approval.
VIIl. Once you are approved, you will be sent another e-mail.
IX. You may now login to the system by following “Section 1.1, p. 3” of this manual.
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2. Home

I. Login to ESRS.

I1. You will be directed to your ESRS homepage. (Depending upon your account,
your homepage and navigation menu may appear differently)

I11. On the left hand side of the screen, the navigation menu is shown. This menu is
available throughout all pages on the system.

IV. “Pending Actions” will display all items in the system that your account has
access to with the status “pending”.

V. Announcements are created by administrators. For more information on how to
create announcements, please review “Section 3” of this manual.

V1. Finally, when you are done using the system, please click on the “Logout” link on
the top of every page.

Government Users Login Screen

3 eSRS Test - Microsoft Internet Explorer -0l x|
J File Edit ‘Wew Favorites Tools Help | -,"l
JeBackv 5> RAENE _.\J|/':"Search -7 Favorites €4| -l - E &3 |J@‘
IS
! N |
Monday, 123 prm ;I
in Environment Uszer: esrsgoy VI. Logout
racting Reporting System y symplicity
~ eSRS Tes back
- Reports 3 Home
@ 1ndividual
E summary Pending Actions eSRS Statistics
A Reporting 0 Individual Report(s) Pending Accepted Individual Subcontract Reports o
& My Account 0 Summary Report(sh Pending Accepted Summary Subcontract Reports o
_/ \_ Announcements
Welcome to eSRS Mar 02, 2005 3:15 pm
Welcome to eSRS! The future of Electronic
1. Subcontracting Reporting.
Z —\
=l
] Done V. l_ l_ |—é_|° Internet v
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3. Reports

3.1 Individual
I. Click on “Reports” and then “Individual” on the left hand navigation menu.
I1. You will see a screen similar to the Individual Reports Screenshot below.

I11. Click on the S View Icon beside any report to see more information regarding the
filed report.

IV. You may sort the list of reports based on column. This is accomplished by clicking
on the text next to any down arrow in the column headings. You may sort the list in
ascending order if you click on the same heading again. Note how the color of the
text changes. The current active column is designated by a Maroon color.

V. You may also view only specific types of reports using the search fields above the list
or by clicking on the tabs near the top of the screen.

VI. Notice, this screen will only show twenty reports at a time. To view more, simply
click on the “Next =" or “< Previous” links to traverse through the list.

Individual Reports Screenshot

/= ESRS TEST - Windows Internet Explorer ] 3

< = . y _ [ o)
% v | @] hitps: fjesrs-test symplicity. com/index?s=manager_sa_reports j % m lij IGoogIe lg!]
File Edt Wew Favortes Tools Help ‘ Links
»

) 52 @ ESRS TEST - - m= -« [|Page - {} Tools -
§ Monday, April 10, 2006 | 10:43 am =1

Acquisition Environment User: contract4@symplicity.com | Logout

c Subcontracting Reporting System m powered by symplicity *
E-Gov
2 Home Individual Subcontracting Reports back

+ (] Reports J(A" Individual Reports YACCEDtEd Individual Reports YPEnding Individual Reports YAdvan:Ed Search \ neip
Individual

E summary Status I -I E):Z§ Since Last Action I_LI
Year-End SDB Report I—LI RS l—
[ SDB Participation Type searches contract
« [ Contracts Show [prime Reports 7] ke
Dol id and submitter email 1V.

& My Account

Items 1-3 of 3 = Previous | Jump |1 | | Next =
Contract Mumber v Contractor v Prime/Sub v |Status v Type v Report Period v | Report Year v | Office ID v  Submitted By v
- T—=
111 R |oezsmr———caes | —==_ |Prime regular |Mar 31 2005 03A94 i
© EXPERIMENT
|/ Q_] j e — Prime regular |Sept 30 2005 3115 Crs=——aw—=a_m
e ACC -
g — My - September -
=] = —
Q_J J SYSTEMS Prime 22, 2005 regular |Mar 31 2005 521 =
INCORPORATED 10:55 am
Items 1-3 of 3 < Previous | Jump |1 7| | Next >

‘ - Pending| REV = Revised | ACC = Accepted| RED - Rejected |

Help Desk PBrivacy Policy

|
[ @ mtemst 0% -
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3.2 Summary

I. Click on “Reports” and then “Summary” on the left hand navigation menu.

Il. You will see a screen similar to the Summary Reports Screenshot below.

I11. Click on the & View Icon beside any report to see more information regarding the
filed report.

IV. You may sort the list of reports based on column. This is accomplished by clicking
on the text next to any down arrow ( r) in the column headings. You may sort the
list in ascending order if you click on the same heading again. Note how the color of
the text changes. The current active column is designated by a Maroon color.

V. You may also view only specific types of reports using the search fields above the list
or by clicking on the tabs near the top of the screen.

V1. Notice, this screen will only show twenty reports at a time. To view more, simply
click on the “Next =" or “< Previous” links to traverse through the list.

Summary Reports Screenshot

/2 ESRS TEST - Windows Internet Explorer =] 3
1731 [
% v | @] hetps: ffesrs-test symplicity. com/index?s=manager_a_reports jL%i m w IGoogIe lﬂgj
File Edt Wew Favortes Tools Help ‘ Links
() 97 @ess TeST - - m= -« [ |Page - {} Tools -
f Monday, April 10, 2006 | 11:00 am =
Integrated Acquisition Environment / User: contract4@symplicity.com | Logout
e Electronic Subcontracting Reporting System m powered by symplicity *
» & FOR GOVERNMENT / E-Gov
@ Home Summary back
> Henas J/ Summary Reports YACCEDtEd Summary Reports YPEnding Summary Reports YAdvancEd Search \ help
@ 1ndividual
B summary Status 'I Plan Type € individual (" commercial
[ Year-End 5DB Days l__[ Keywords
Moon e s = S dle, [
articipation | | 200 e
. - agency name and
[ ConEes =) submitter email Iv.
Apply Search
8 Reporting -
My Account
& My Items 1-8 of 8 = Previous | Jump |1 7| | Next =
Contractorv Status v Approving Agency v Report Period v |Report Year v | Submitted By v
N\ Qi AEEET. _ e oa— ADMINISTRATION (1204) Oct 1 - Sept 30 2005 Crm De——
11 Qq | == BOARD OF CONTRACT APPEALS | gt 1 - sept 30 |2008 R e
. (12B8)
c A= =—u==_u 1) . . FEDERAL SUPPLY SERVICE (4730) |Oct 1 - Sept 30 2004 e==—==—photmail.com
Q_l J;FECS pfrtlrgusf 23, 2005 . ) i T
a o —— =] AGRICULTURE, DEPARTMENT OF - -
. - e —
V| issociates e {1200) Oct1-Mar3i 2005 ——— pr
A | 2&‘:5 ’lsl'faf;z"r:a' 21 |FARM SERVICE AGENCY (12D2) | Oct1- Sept30 |2004 —_— == —
: COMMODITY CREDIT . _
QA CORPORATION (1260) Oct 1 - Sept30 |2005 _— —— —
=l ACC - November 16, | FEDERAL SUPPLY SERVICE (4730) Oct1-Mer 31 | 2005 —_——
@ ?1%%10?ULTURE’ DEPARTMENT OF January 2006 S ——
Done [T [ @ tntemet FA00% -
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3.3 Year-End SDB

I. Click on “Reports” and then “Year-End SDB” on the left hand navigation menu.

Il. You will see a screen similar to the Year-End SDB Reports Screenshot below.

I11. Click on the & View Icon beside any report to see more information regarding the
filed report.

IV. You may sort the list of reports based on column. This is accomplished by clicking
on the text next to any down arrow ( r) in the column headings. You may sort the
list in ascending order if you click on the same heading again. Note how the color of
the text changes. The current active column is designated by a Maroon color.

V. You may also view only specific types of reports using the search fields above the list
or by clicking on the tabs near the top of the screen.

V1. Notice, this screen will only show twenty reports at a time. To view more, simply
click on the “Next =" or “< Previous” links to traverse through the list.

Year-End SDB Reports Screenshot

¥JESRS TEST - Mozilla Firefox o =] [
File Edt Wiew Go Bookmarks Tools Help  delcio.us
G D 8O D W [0 ri—— — 55 0w
Monday, April 10, 2006 | 9:33 am
. Integrated Acquisition Environment User: contractd@symplicity.com | Logout
3 e Electronic Subcontracting Reporting System I[' m powered by symplicity *. !
» &, FOR GOVERNMENT | E-:cov
SRS Year-End SDB back
¥ 2l Reports -
mplndividual _’/Year—End Reports YACcepted Reports '\/Pending Reports '\/Advanced Search \ nelp
&l summary Status I vI Keywords I
[ rear-End SDB searches duns,
SDB Participation Days | -1 vendor name
2 . 2 Since Last and submitter
= il Agencies Actian email
# Organizations (==) 1v
& Contacts °
3 Rpply Search
4 Contracts
8 Rreporting Items 1-1 of 1 = Prevhs\ (; 'i | Mext =
& My Account \
Contractorv | Status Related SSR Approving Agency Date Submitted Submitted By v
1. Q_i e Oct1 - Sept 30, 2006 |(BOARD OF CONTRACT APPEALS |Feb 20, 2006 bfranks@symplicity.com
/ Items 1-1 of 1 < Previous |Jump|1 'I | Mext =
Italics = For Review Only =Pending | REY =Revized | ACC = Accepted | REJ = Rejected |
Help Desk Privacy Policy
Done ests-test.symplicity.com (= v
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3.4 SDB Participation

VI.

Click on “Reports” and then “SDB Participation” on the left hand navigation menu.
Note: The SDB Participation Report is an optional report.

You will see a screen similar to the Year-End SDB Reports Screenshot below.

Click on the & View Icon beside any report to see more information regarding the

filed report.

You may sort the list of reports based on column. This is accomplished by clicking

on the text next to any down arrow () in the column headings. You may sort the

list in ascending order if you click on the same heading again. Note how the color of

the text changes. The current active column is designated by a Maroon color.

You may also view only specific types of reports using the search fields above the list

or by clicking on the tabs near the top of the screen.

Notice, this screen will only show twenty reports at a time. To view more, simply

click on the “Next =" or “< Previous” links to traverse through the list.

SDB Participation Reports Screenshot

/¥ ESRS TEST - Windows Internet Explorer 1 — Ol x|
A F - ¥ _ — o)
'\:/' é,https‘p’,iesrs test, symplicity.com/index?s=manager_sdb_participations j % ﬂ] 2 IGDugIe IE!I
File Edit Wiew Favortes Tools Help ‘ Links *
97 @ERSTEST i) - B - =9 - Page ~ (G Tooks -
Monday, April 10, 2006 | 11:03 am ;I
Integrated Acquisition Environment User: contract4@symplicity.com | Logout
e Electronic Subcontracting Reporting System i m powered by symplicity *
FOR GOVERNMENT E-cov
@ Home SDB Participation back
= (3 Reparts - SDB Participation Reports { Accepted Reports Y Pending Reports Y Advanced Search | Dneip
@ 1ndividual
Status 'I Keywords
@ Stmp searches contract I
‘ear-End SDB Days = number, duns,
Since | vendor name,
[ SD8 Participation e contracting office id
Ao ?m:)m =nd submitter name
==
Delinguent
& My Account
BB v _5 No records found.
= Pending| REV =Revised| ACC = Accepted | REJ = Rejected |

Help Desk Privacy Policy

El

‘https:Hesrs—tast.sympl\clty.cnmJ‘\ndex?s=managar_sdhjartltlpatlnns ,_ ,_ ,_ ,_ ,_ ’_ @ Internet Ho00% - A
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3.5 Accept / Reject

The processes to accept or reject individual and summary reports are the same. To accept
or reject, simply go to the section (Individual or Summary) that the report is filed. Click on
the “Pending” tab near the top of the screen, and find the report that you would like to
accept or reject.

I. Click on the & View Icon beside the report. Note, you may only accept/reject

Pending or Revised Reports.

Il. Select Accept Report or Reject Report from the drop down box (See Accept/Reject
Screenshot below).

I11. If you accepted the report, you may return to the report list by clicking on the “Back
to Reports List” button.

IV. If you clicked “Reject Report” you will be redirected to a page with a form. Please fill
this form out with information why the report was rejected. After completing the
form, click “Submit” to finalize the rejection.

Accept/Reject Screenshot

/= ESRS TEST - Windows Internet Explorer i - E||5|
a{é—} - Ifé, https:ffesrs-test, symplicity. com/index?s=manager_sa_reportsé_mode=_formi_tab=coredid=afda7acbb4fd4bb34d3942ac930b425h j B @Jl& IGDEQ|E lggj
File Edit Wiew Favorites Tools Help ‘ Links *
q7 @@ EsRs TEST E‘, Jer - [ page + {7 Tooks -
Mo 10, 2006 | 11:04 am =
egrated Acquisition Environment Us;y f4@symplicity.com | Logout
onic Subcontracting Reporting System B plicity *.
In. EGov
QHD"‘E E B _ I 05, TR At O R, TEaEeT 7 back
dividual reports list
+ (] Reports In
@ 1ndividual { core Y Rejection Notes Y Subcontractor Reparts Y Event Log | Ynelp \ / |
El summary ‘ Back To Reports List || View Printable Report ‘ AcceptiReject [=]
[ rear-End SDB | j
[ sD. Participation SUBCONTRACTING REPORT FOR INDIVIDUAL CONTRACTS
~ [E Contracts 1. DUNS #-
Delinquent =
Reporti -
O Reporting 2. Verify Data:
& My Account ves
3. Corporation, Company or Subdivision Covered:
a. Vendor Name:
= ———sn _=__ _—]
b. Vendor Physical Address:
Street Address:
WO AR MaE soasoe e e am
City:
R
State:
Texas
Zip+4:
77845
Done ,_,_,_,_,_’_‘9 Internet H00% - g
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4. Reporting

4.1 Build New Reports

I. Create New Report by clicking on REPORTING on the left navigation menu.
I1. Click on Add New

I11. You will be taken to a screen similar to the one below.

Add New Report

,f_:; ESRS TEST - Windows Internet Explorer _ ||:||5|
@;:‘le - |§, https: | esrs-test. symplicity .comfindex? _mode=_Form@,_tab=settings&id=2999&addnew=1 ﬂ % m s IGoogIe IE!J
File Edit Wiew Favorites Toolks Help | Links **
3
@ =F  @@esRs TEST 5 - B - = - [ Page - () Todls ~
7
- Monday, April 10, 2006 | 10:05 am ;I
. Integrated Acquisition Environment User: contract4@symplicity.com | Logout
e Electronic Subcontracting Reporting System m powered by symplicity *.
» @, FOR GOVERNMENT E-cov
(2l Home [New Report] _ back
] reporting st
+ (3] Reports : reporting list
= Review ¥ Previous Versions | Setti T help
@ 1ndividual '( Y Y —— .\ Y
B summary Step 1: Pleaze select an item to be used as the basis for your report.
Year-End SDB .
R |C0ntractor Directory j
B Participation
I = 0r, select a pre-defined report.
~ il
-
banizations I J
practs
[ G
B Rreporting 4 N
& My Account
V.
Help Desk Privacy Policy
=
Daone |0 Inkternet H100% v 4

IV. Select the basis for your report, or choose a predefined report.
V. Click Continue
V1. Before building the report, checkmark the Save As box and input a Name and
Description for the Report.
VIlI. When updating an existing report, save the report under a different name by check-
marking Copy to New Report.
VIIl. Select the fields to be included in the report by check-marking specific fields.
IX. Narrow the focus of the report by clicking on a Filter link under a particular field.
X. Once fields and filters have been assigned, view the report by clicking Submit at the
bottom of the page. NOTE: Save & return will save change to report builder, but will
not run report in order to view it.
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Build a New Report
=1

@E‘—[—/} - Ig, https:/fesrs-test, symplicity, comfindex? _mode=_forme_tab=settings&id=222%%addnew=1 j ﬁ [E] Pas IGoogIe [gg]
File Edit Miew Favorites Tools  Help | Links **
@ =F  @esksTeST 0 - B - e - [ leage v (0F Tooks -
Maonday, April 10, 2006 | 10:09 am =l
ition Envi me User: contract4@symplicity.com | Logout
m powered by symplicity
*E—c.ov l
@l Home [New Report] ~ back
= Reports reporting list
@ individual /Review Y Previous Versions Y Settings \ Dhelp
E Summary v —
v X. On-
Year-End SDI e
Save as: |[contact] Brent / 2006-04-10 10:09:54 results: |500
(enter zero to
VI. dizplay all rows)
& Contacts Description: I
3 Contracts Step 2: Please select the fields and fiters you wish to have included in your report. =
B Reporting + Base Class: Contacts count [~
& My Account
[~ Contractor

ml Last Name
[~ First Name
- Middle Name
[~ Email

[~ Phone

[~ Fax
r Cell Phone

O Supervisor Name
r Supervizor Email

Il SBA Region
filter ¥
SBA Cory
filter X.

Done AN [T T | | | |é meermet LUy
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4.2 View Generated Report

I. Click on the S View Icon beside an existing report.
Il. Show the report in a separate browser by clicking on the Open in New Window

button at the top.

I1l1. Transfer the report into an Excel Workbook by clicking the Save as Excel button.

IV. Re-configure the report by clicking on Change Settings button at the top.

V. Go back to the report list by clicking the Return to Report List button.

Review Generated Report

f_:; ESRS TEST - Windows Internet Explorer (=]
% - Ig, https:,l',l'esrs—test.symplicity.com,l'index?_mode=_F0rm&_tab=review&id=24?a2d85964d856d05d3b48831ebfj % m e IGoogle lggj
File Edit “iew Favorites Tools Help | Links **
@ =r (& ESRS TEST 5 - B - == - [|page ~ {0} Tooks -
Monday, April 10, 2006 | 10:12 am =
o Integrated Acquisition Environment User: contractd4@symplicity.com | Logout
e Electronic Subcontracting Reporting System m powered by symplicity *. !
AR, FOR COVERNMENT { 1V. Ecov -
] contact] Brent / 2006-04-10 10:09:54 » balcstk
— Reparts reportng Nst
= Revi Previous Versions { Settings | | 2help
: @ 1ndividual eview Y \/ 2 \ Y \/
E Summary : | Regen Report || Open In New Window || Save As Excel || Change Settings || Return To Report List |
Year-End SDB : i i .
= Contacts: e E_onta c'?";?ds' Contacts: /\ Contacts:
[] SDB Participation Contractor ) mn & Email Phone
The reporting 1. Al [ contrib@kennedvarad V- 7035551212
. . lvices
engine is Ad-Hoc.
: . m Mar| off Splo@vahoo.com 703-615-0003
B Contracts ly hay! webmaster@kennedydroomorg 703-872-8538
] B Rreporting kita bob stateesrs@yahoo.com T03-875-6881
& My Account 3001, INC. Contract Brent Sub subcontractor@symplicity.com T0335102008091
3M COMPANY Fischer John irfischer@mmm.com 651-736-2324
3K COMPANY Goebel Sandra 1. sigoebel@mmm.com B651-733-8787
4 SURE.COM INC Kiein Calvin test?esrs@hotmail.com 555-555-1212
300 Software Doe John brentfranks@gmail.com 703-351-0200
ABBINC Test Brent contractl @symplicitv.com 7033510000225
ABB, INC test test ric2@symplicity.com 202-873-7438
ACRTINC Franks Brent contract?@symplicity.com 7030001111258
ACRTINC Friedler Avriel afriedler@symplicity.com 7033516527
A MORTON THOMAS & . . o
info@symplicity.com
ASSOCIATES NG Tester Avriel info mplicity.com 555-555-5555
ATCGROUP SERVICES INC  Tester Another test-3@symplicity.com 56566565
A&M Fireproofing Co. Office Region 3, 3mallBiz smallbizwomen@vahoo.com 215.446 4934
A5 HORNER, INC. test test test-2@svmplicity.com asas5SE
AA| CORPORATION 3 Tester wrs_test3@hotmail.com 703-293-0000 LI
[T T T | | |&meemet ERTIT
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4.3 View Existing Reports

I. View Existing Report by clicking on REPORTING on the left navigation menu.
Il. View Saved Queries/Report on the list.

1. View S, Edit , Re-run B View Previous Results & by clicking on respective icons.

View Existing Reports
/2 ESRS TEST - Windows Internet Explorer

=101 %]
%}'v I@ https: | esrs-test, symplicicy. comfindex?s=reparting IGoogIe
File Edit Wiew Favorites Tools  Help | Links *
o »
@ =°  @esrsTEST - - = v [|page v (Cf Tooks -
; Monday, April 10, 2006 | 11:08 am A
I Integrated Acquisition Environment User: contract4@symplicity.com | Logout
e Electronic Subcontracting Reporting System f m powered by symplicity *.
» "4, FOR GOVERNMENT | E-Gov
(2 Home Reporting M
= 3
= (J Reports [ Saved Reports \. Dhelp
@ 1ndividual
E summary Classl j Keywords

‘Year-End SDB S‘tatusl .l Searches label and description.
D o Fomcch
- Contracts

Delinquent Hes Tl i = Previous | Jump |1 7| | Next =
. Options Class v Label v Description | Last Modified 4 Last Run &
D Reporting
5 F3 Cpntractur [contact] Brent / 2006-04-10 Apr 10, 2006 10:12 Apr 10, 2006 10:12
A Q_'i Bes Directory 10:09:54 am am
. B 4 -10f1 < Previous | Jump |1 7| | Next >
Help | j Policy 1., 111

Done ’_ ’_ ’_ ’_ ’_ ’_ |§ Inkernet H00% - g
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5. Contracts

5.1 Contract List

I. Click “Contracts” on the left hand navigation menu.
1. You will be able to see all contracts associated to your agency and below.

I11. Click on the S or the contract number to review the details of the contract sent

from FPDS-NG.

IV. You may also search for contracts using the Keywords search feature near the top

of the screen.

Contract List Screenshot

/= ESRS TEST - Windows Internet Explorer =10x|
% - |§, https: jesrs-test, symplicicy. comjindex?s=manager_contracts j & @J lﬁj IGUUQ|E [ﬂ!]
File Edit Wiew Favorites Tools  Help | Links *

L EESRS TEST

- - = v [|page v (i Tooks -

Integrated Acquisition Environment !
Electronic Subcontracting Reporting System I|II

|

Monday, April 10, 2006 | 11:11 am
User: contract4@symplicity.com | Logout

m powered by symplicity

*E GOV .

|»

searches contract
number and agency
code

Year-End SDB
[E SDB Participation
- Contracts

& Home Contracts pack
+ (d Reports _/COntract List \(Advanced Search \ heip
@ 1ndividual
B Summer IDV " yes " no Keywords I

Delinquent

Done

B Reporting Items 41-60 of 1407 < Previous | Jump |3 7 | Next =
& My Account Contract Number v Agency :g:ier Subcontracting Planv
Q_i AGRICULTURAL MARKETING SERVICE (12K2) OE=650642 C
Q_i AGRICULTURAL MARKETING SERVICE (12K2) lam===g7 C
Q_i AGRICULTURAL MARKETING SERVICE (12K2) 00===554 C
Q_i 3 AGRICULTURAL MARKETING SERVICE (12K2) 0OE===702 C
Q_i AGRICULTURAL MARKETING SERVICE (12K2) [U— = ¥ C

’_l_’_’_’_|_|— Internet

&, 100%

4

5.1 Delinquent Reports List

I. Click “Contracts” on the left hand navigation menu.

1. Click on Delinquent underneath Contracts.

I1l. This list will contain all contracts that have previously had a report filed. Once a
report period completes, if no report has been filed for a contract which no “Final”

report was submitted, will appear in this list.

IV. This will only show Contracts that have delinquent ISR’s.
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6. My Account
6.1 General Information

My Account enables users to change their personal information (Name, Title, Phone, Fax, E-
mail) and passwords.

I. Under Tools, Click on My Account.
I1. Change the fields that you wish to edit.
I1l. Click on “Save”.

6.2 Change Password
I. Under Tools, Click on My Account.
I1. Click on the password tab.
I1l. Enter your new password.
IV. Click on “Save”.

Password Change Screen
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